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/
be provided during preemployMert trainfng. Unnecessary to Poten-

tial health hazards can be minimized if proper training is provided. \.Health

( ,

'and safety information, the development of a give safety attitude,',and

safe working procelures should be part
_of the curriculum for every voce7

tional or occupational student. This can be accomplished by Providing' at\

separate health and safety course-Dr, more easily, by infusing tte inforM0-.

tion into appropriate, existing lasses.
.

.

A series of 'eparate instructional modules have been dpveldioed to

facilitate the process of including, safety and health instruction in exist-

ing curricula. Module in tele series that are appropriate for occupations

in Bilsiness and Office'Education 4ave.b4en identified inthis Resourcee

Guide, which is one of severs related to different ocnpational clusters.

The modulesire adaptable to secondary, postsecondiry, and adult educ4tion
. .-

pi.vgrams, including industry-based traintA and retraining programs.
..-

The purpose of this Instructor Resource Guide is to familiarize you,1
.

the instructor, with the instructional materials devNked andto'sVggest a
.

syitematic method for their use. 'Wealth and safety needs for the -business
.

and,Affice'Education cluster will be described fn' Section' I, including a

)definition of the .cluster.' The modules reco aig ended fo*r inclusion will 'be

described in Section II. Various ways td use the Modules-are foUhd An .

-,_

Section In.' The fourth section' describ6.mechanisms helpfill,in
.

jdeptification of special safety and health considerations for handicapped

students/workers. The final sectidn novides inforMation on.ierniOng
,

certification of students who successfully complete a training program that

.. otli4,15,E

he 40 minutes required to read and study this Inst uctor Resource
.

.

Guide, one worker somewhere in the United States will be fat lly injured in .

\

an'on-file-job accident. More than 160,workers will have suf red disabling

irOuries, and several\milliondollars will have been spent or ost as,a re-

sult of these'laths and` injuries. In addition,at least 344,0 0 casesof

occupational disease are reported annually among the 75 million irloyees in

the labor force.

Betsoe a majority of job-related accidents involve workers Wi4 thin

their first six months df employment, tafety and health information\should

includes these moduleS.

a
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INTRODUCTION
414 .

Then someone is'asked to perform a new lob, some form of training or

instruction normally is provided. The training may be as brief as a few

seconds of verbal directiqns or as ektensive.as months of intensive academic

and apprenticeship preparation. The number, of 'workers who annually sustain

job-related disabling injuries and illnesses indicates that safety and

health" information. may notbe adequately preserAed in many training pro-
..

grams.

Safety and health information'4ften is'acquired only as a Oy-product of

job-related fesponsibilitieS% ?n many cases, -observation of experienced

co-workers may 4 the only mechanism provided for training: This uncon-

troTled type of lealming frequently leads to development of improper or up-
'',

safe work practices by the new worker. If the new employee does not

a basic understanding, of safety and health aspects of thejob and a positive

safety attitude, the 1;'atintial for an on- the job accident is gretly in- ,

creased.

Business 'and Office E ucation, as the. title implies, inclildes a variety

of occupations that act a# the connecting link tween the production arid

distribution activities of .an organization. tivities performed include
.

such things as recording and retrieval of datp, supervision and,coordinWon

of office activities, internal and external' communication, and the reporting

of information': Most activities performed by these workers takes place in a

prescribed area of a building designated as an ofkfce. :A variety of prpb-
.

lems -letludinVtoise, illUminatiOn, fire, 'ventilation, chemicals, electri--

cal;-and,radiation,hazards - are experienced by these workers. A signifi-°'

cant source of injury'is impoper
4

.technique. Back strains resulting
4

from these improper techniquescan,affect worker for the -remainder, of his

or her'life. Safety and health inttructional materials are needed for the,

Business and &rice education cluster that-address these and other specific

problems.

In response to the need for safety and health instruction, the U.S. De

partment of Education sPonsorsci a project /
-to develop 50 safety and health

instructional modules. .-Eadb module 'addi'e'sses a separate topic and is self-,

( 1,



contained. The first ten modules in the s6ries(SH-01 through SH210) are

referred to as "core" modules and contain basic safety and health informa
.

tioh.useful to a4most every occupation in the Business and 'Office Education

cluster.

From the remaining 40'specific modules,'13 have been recognized as hav-

ing content that may be appropriate*fOr Business am, Office Educatioi stu-

dents, depending.on their vocational and occupational goals. A complete

list of a-11 50 module titles &included in Appendix A. This "shopping

list" of modules permits you to'select the exact safety and health informa-
.

tion your students need. The modular form of presentation allows you to

Infuse modules when and as they are appropriate in your instructional plan.

V
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SECTION I

HEALTH AND SAFETY IN BUSINESS AND OFFICIE EDUCATION. s
)

The top drawer of the fjlIg cabinet was completely full, the bottom

.

ihrbe were partially full. During .a search for a. letter, the 6Ottom drawer
- was left open; and- the top drawer fully extended at the same time. ()Verbal-
anted, the fi ng cabinet tipped forward. In an attempt La keep it from .

falling the accountant tried to catahthe cabinet. The other drawers came
-I open, adding an'uncontrollable amount of weight to the, falling cabinet. A

broken arm and files in total disarray resulted. 2

A clerk was asked to secure a ream .oft yping paper from.the storeroom.
The paper was on the top shelf and out of react),. Normally, a stepstoot was
kept in the room fqr occasions that required added height; however, someone

-had borrowed the stool-and it was not .available for the clerk .ter use. The
clerk stood on an 'empty cardboard box. The box was not eenstructed to hold
her we41ht, and she4fell, hitting her head.on the floor and suffering a con-. ,

cussion.

Wile typing, a % ecretary dropped a piece of paper behind the type-

,'
wrer between the wall and her, machine. She stood mo, leaned forward,, and
attempted to lift the machine to retrieve' the paper.' As a result of this
improper- lift, the secretary felt a burning pain in her lower back that was
later determined to "be a ruptured vertebra.

, Thousands' of workers eachlear-suffer similar accidents, some even or

'fatal, many of which could have been avoided if fundamental safety rulahad
'-beenapplied. Carelessness is-certainly the cause of many accidents;

'Others, however, are due to the worker not being aware of .proffer safety pro:
cedures. The result is almost always the same =lost wprk time, reduced

productivity, anikunneeded pain suffered. You have the ppOktunitylao re,
`duce these statistics by providing your student's with needed safety- and

A significant majority of these accidents will occur to workers within
the first six moths of their time on the job. While You are proyiding

these entering wor1ers with job skills, why nort`p ride them with the atty -

health instruction

c

3
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and health instruction they need to survive their initial term of emplqy-

ment?

BUSINESS AND OFFICE EDUCATION PROGRAM AREAS
. . .

The Business and Office Eduption cluster includes adiversified group

of wcopations. A majority of these workers spend their entire- working day

engaged i'n acttiities within, the confines of an offi-:4 debmilding.

For the purpose cf.tnis Instructor Res:Nrce Guide; Business and Office

) . Education has been separated, to nine instructional.progcam areas. Each
._, o

area will. be described briefly, specific, health and safety hifards listed,

a some of the common employment groups and recommended modules identi-)
1110

fi The modules are numerically sequenced, but `cumbers :do not represent

447 of presentation.

The first ten modules of the JSHIM series (SH-OI through SH-10) are
4,-

core modules and contain some information useful to worker in all occupd-

4tions of the Business and-Office Education cluster. Of t e remaining 40

specific modules, those of w a14 or parts might apply are lisC ted with
- ^

each area.

Accounting and Computing Operations - Workers( in.this area systematize
i

information concerning transactions and activities into accounts and
.

dkantita ive rds. Other task's includefsuch things as'lnaking

ia

z

reco
C

'payments nd receiving money. Five categories'are defined in this

area, including:

Accountant.

B'ookkeeper.

Cashier.

Machine operator.

T ler.

Somehealtn arid safety problems experienced by these workers include

lighting, ventilation, fireNazards, 'mechanized hazatds, and house-

keeping.
\

/ 4
Consider the following specific modules for this area:

SH-11 Business and Office Safety
SH-25 Safety Features of Material, and Personnel Movement Devices

P

/

4
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SHr31 'Overcurrent and Elfttridl Shock Protection
SH-44 ..xhaust, DustCollection, and Ventilation Systems

Data Processing Systems Occupations - Employees working`in jobs relatecKto

thts. program area Rerform a variety of data manipulations. Four job
,

)

. categories have been identified in this arealnciuding:
1 . ,

Computer and console operator. *,
SI.

.

Keypunch and coding equipment operator:

Programmer.

Systems. analyst.

I

These workers often are found in rooms dedicate0 to data mandtpuleting

devices such as computers.' Sevei'al potential hazards in thisrenviron-
-'

ment include:

Electrical hazards.

Ventilation hazards.

Mechanical hazards.

- 'Iilt..(mination hazards.

Lifting hazards.

Fire hazards.

Noise hazards.

I

4

Consider the following specific modules for this.area:

sH-11 Business and Office Lafety
SH-12. Personal Protective Equipment
SH-25 Safety Features of Material and Personnel Movement*Devices
SH-31 Overcurrent and Electrical Shock ProtedTion.
SH-44 Exhaust,'Dust Col ctiqn, and Ventilation Systems

7

4

Filing, Office Machines, and General Office Clerical Occupations - Workers

in this program area are responsible for generating (by typing or some

other techr'ique), duplicating, and filing information produced in an ,

office environment. At least three general work areas can be defined,

including:
lb

Duplicating machine operator.

File clerk.

General office clerk.

5

L0
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Because these workers operate mechanical idevices as part-of their daily

job requiremenim, they are exposed to mecAnical and elettrical hazards

constantly. Other hazards include:.

Radiation.

Chemical exposure.

' Airborne contaminants.

Lifting hazards.

Conside'r tiSe following specific modules for this area':

SH-11 BUsiness and Office Safety
'SH-12 Personal Protective Equipment
SH-25 Safety Features ofriaterial and Personnel Movement Devices
SH-31 Oversurrent and Electrical Shock Protection
SH-33 ,Vibration and Noise "Control
SH-35 Ionizing and Nonionizing RadiapOn A

SH-44 Exhaust, Dust-Collection, and VentilationSystems

Information Communication Owupations - These workers are concerned with the

distribution of infermation by mail, telephone, telegraph: and in per-

- 1.on. At least fi-ve genegl work categories can be defined, including:,

Communication systems clerk or yperator. AI

Correspondence clerk.

Mail handler or postal'clerk:

Messenger.

Receptionist 4nd information clerk.

The movement of information by manual or mechanical mech aniAs presents
,

some uniquehazards including such things as:

r ElectrIcal shock.

Chemical exposure.

Radiation wposure.

Working surface hazards.

Lifting hazards.

Consider the fol lowing specific modules for this area:

SH-11 Business and Office Safety
SR-12 Personal Protective Equipment
SH-25 Safety Featuces of Matgrial and Personnel Movement Devices

6

fir 1 1 14



1
A

.).4,

is .

SH-31 Overcurrent and Electrical Shock Protection
SH -33 Vibration and Nhise Control'
SH-35 Ionizing andiNnOonizing Radiation,
SH-44 .Exhaust, Dust-C6Vfectlon, /and Vervitifation Systems4.

,/

1

Materials Support Occupations - Workers engaged ift these occupations arl

concerned withti.ansporting:A;iorng;-and recording of materials in
.

'use. Most of theSe workers areclassified as clerks cocerned with such

'.
. thing's as: *

16 Planning and production.
,

'Quality control.

Shipping and receiving.

Stock and inventory.

/1

,

Ar i
r se Traffic,'rate, and transportatim.,

.
.

Being involved in materials handling, movemer4, an storage.ihese is. '.

workers are explosed to Mans hazards, including: glie
. , 7- Chemicals.

.
i

6

'Electrical shock.

Faulty Mechanical devices:

.Lif 'ti'ng impr'operly. .

,Unsafe working surfaces.
i

4 i, ' 1 i'.Conside the following specific modules for this area:

SH-11 BusiKeis and Office Safety .
I.

SH-12 Personal Protective Equipment .
i

_,

L
SH-14 Using Ropes, Chains and Sli

,
n.gsSafely'

.

ng

SH116 Material Hoist Safety .. , : -\
".SH-23 Warehousing, Sior8ge and Retrieval Safety
. '.

...

,

SH-25 SafetyJeatures of-Naterial and Persognel Movement Devices
.SH-2-9 Safe. Handling and Use of Flammable and,Combustiblellatdrials
tH-33 Vibration and Noise Control ,

. .

o SH-36 'Safety Features forfloor and Wall Openings and 'Stairways
SH-44 Exhaust, Dust Cqllection, and Ventilation Systems

Personnel, Training, andlelataglsOccupaiions - Persons employed in these

occupations are concerned with the adminiitratiof of an organization ,

and the activities of the clerical' staff.. At least three general work
f

categories can be defined, as follows: -.i.P .

12
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4,

I; Educatidn assistant andLtrainte9 specialist.

Interviewer and test tephniciarr.

.Personnel a ssistant.
. )

'The activiti*s of most'workers,tn this area are confioed
.

to office en-
,-

vironment's.. HazardsexperienCed are typicil of those working in rep

stricted stryttural'environments;

..Elgetrical hazards.

-Fire halarcis.
4

Ventilation hazards.

hazards.

Consider the followi -ng specific modules for this area:
ko;

SH -.11 Business and Office a' ety

SH-25 Safety Fiatures'ofsMat rial and Personnel Mio ement Devices
SH-31 Overcurrent and Elect cal Shock Protection
SH-44' Exhaust, Dust Collectl n, and Ventilation Sy ets

Stnographic,,Secretarial, and Related'Occupations -,Then workers consti-'

tdteia large number of employee's in this occupations cluster._ Three

general job :titles can be identifie0 for thes4 worke s, including:

. 'EXecutiva.secretary.

Secretary.'

k Stenographer. lA

A majority of the working'day for these 06ople is pent confined to an

Office and,Subjectedto hazards freqiently found i thaX environment,

I

k

including:

Electrical hazards.

4 .,Fire hazards. .

Ventilation hazards.

Lifting hazards.

Consider.the following specific modilles for'this area:

SH-11 Business and Office Safety
SH-25 Safety Features of Material and Personnel Movement Devices
SH-31 Overcur.rent and Electrical Shock Protection
SH-44 Exhaust,,Dust Collection, and- Ventilation Systems

)

8
1 3

4,
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,Supervisory and Administrative Manageme nT Occulations - Workers classified

r . in this area ,usually-perforetheifEdutiei'vithin a prescribed °MAIL or

-portiOnof an office:buinin.g. T6sks.perrfermed by this group of

weir ers include {1) studying policies, organizational structure, ynd4-

`admin .trative Practices, (2) reviewing budgets, (3) -preparing reports,

and (4) suprgvising and coordinating activities and assigning work

These workkrs,are exposed t/ many of the same hazards expeHenced

by others in this environment, including:
.

fk

E1'ectrical hazards.

FirA hazards.

Ventilation hazards.

Lifting hazards.

tohsider the following specific modules for this area':

.
C

SH-11 Business and Office Safety
.

SH-25 Safety Features.of Material and Personnel Movement Devices
Overcurrent and Electrical Shock Protection

SH-44 Exhaust, Dust Collection, and Ventilation Systems

tting and Related Occupations - liutjes performed by this group Hof workers

mainly involve typing, using keyboard-operated.machihes: These workers

performmstiff their duties within en office environment. At least

two classifications of workers. include:

Clerk-typis.t.

i'eTjpist: /
Hazards for this-group of workers inclpde: .

0 Electrical hazards.

Fire hazards:
\

.'Lifting hazirds.4 ,

1

Consider the following specific modules for thts area:
,

SH-11 Businessand Office Safety
SH-25 Safety Features of Material and ersonnel Movement Devices'
SH-31 Overcurrent and Electrical Shock 'protection
SH-44 Exhaust, Dust Collection,,and Ventilation Systems

14 r.
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A

Many other types of office workers have-SPecific job titles. that do not

lend themselves to being classif4ed in any of the previouily described

groups. The hazards to which they are subjected, however, are similar toi

other workers in ple office environment.

10 15



I.
SECTION I I .

SAFETY ANb HEALTH spor# BUSItte6SiANDOFFICE EDUCATION

Ihe'great, diversity of ccdpations n Business and Office Eduiption

makes it impractical to esta lish One fit) and health program appropriate

for all. To toe useful, then, ny instmcbdonal materials for this group of /

occupatiOns MustIbe flexible e °ugh to allow,specific programs to be'

designed to meet individual stu ent deeds. 'Instruction utilizing/Modules

has that /
-The Job Safety and Health I structiohal Materials (JSHIM)-are ipackaged

in a modular format. By definiti n, a.module is zonsidered-to be a compo-

'Kent- of a larger entity. AR instr cti,ona, module is one that contains a

discrete amount of information dire- t3y, related to a specified set of in-

struetional
/

objectives. As.an inst ucione) Aodule, is also a component

1p of a more complete instructiOnal sys em. A comp)ete example module can be

4pund in Appendix. B.

*.e

ORE MODULES

Because the JSHIM modules Were.dis fined with..the intent of their being

useful many Iviripons in a 'variety if occupational clusters, two sepa-

rate groups of modureS were created. On group consists of ten modules

s classi?ied as "core" modules. Safety 'mid health experts consider these

topics to be fundamental to almost every o cupational cluster. The ten mod -

ules /are numbered- SH-01 through S1910 and clude-the following:

SH-01 MATERIALS HANDLING

Manual and mechanical methods-for-Lifti g, ldading, and transporting

materials are discdssed, inducting the se of various aids such as

ropes, chains, slihgs, conveyorf, overhe d cranes, dock plates, and

hand and industrial trucks.

SH-02, THE ROLE OF OSHA IN SAFETY AND HEALTH

The Williams-Steiger Act is dispissed, inc uding rights,and responsi,

bilities of employees and employers under t e Act. OSHA inspections

G
a
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1.

are described; record-keeping requirements explained; and company

training,programm discussed.

SH-03 FIANDAMENTALS OF:ELECTRICALSAFETY
1

0

Basic electrical terminology arid prinet'pleS.are'discusSed.-so that com-

n mon electrical haiards-can be ungerstood. Safety features of equipment

and OSHA requireme nts designed to protect workers from electrical haz=

ards are explained.

SH-04 FIRST RESPONSE TO MEDICAL EMERGENCIES
.

/ .

Medical emergencies occur daili/and.may happen to anyone at anytime.

This Module is designed to inforM,students of actiOns ghat should be

taken to'aid the'viciim of such an emergency-until professional medical

personnel trrive. First a-id proceduret are outlined for seventeen com-

mon medical emerged ties.

SH-05 FIRE PREVENTION AND EMERGENCY PROCEDURES

Fire and emergency procedures for fighting fires are discussed. Codes

and regulations related to fire safety are explained. Fire detection,,

4 and p rotection devicesiare also described.

SH-06 WALKING AND WORKING SURFACE'S'

cautions and regulations governing these surfaces are described.

Many job-related accidepts arecaused by falls on or from such work

I

areas as
It

floors, stairAis, exits, ladders, and scaffolds. Safety pre-
,

"SH-07. SAFETY SIGNS, LABELS, TAGS, AND COLOR CODES
4.

A 'niform system3of signs, labels, tags, and markings is used to warn

' against a wide range of hazards. Specifications, including size,

color, and purpose, are given for signs that indicate danger, caution,

exits, directions, biological hazards, traffic, and safety instruc-

.tions.-

SH-08 RECOGNIZING JOB HEALTH HAZARDS--

' CheMical, physical,.and biological health hazards are discuSvd, in-

.
cluding contamination, effects, and 'protective mechanisms.

12
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SH-09 RECOGNIZING JOB SAFETY .HAZARDS

Employer and employee responsibilities in the recognition and correc-

tion of job safety hazards are delineated. Common safety hazards per-

taining to fire, machine guards,electrical equipment, apparel, trip-
.

ping, housekeeping, and lifting are described.

SH-10 STRUCTURAL EGRESSAND EMERGENCY PROCEDURES

tgress.requirements aF6 'given and discussed, including specifications

for exits, illumination of exits, and provisions for fire, smoke,

fumes, and panic. The importanCeof emergency plan procedu?es and

their implementatilois stressed:

SREGIFICMOD6LES

The remain.ing.40 modulei contain information useful to at least one, but

less than all of the seven occupational-clusters. Thirteen of the 40 spe--

k

cific modules'have been selected as being useful for-the Business and Office
t .

.

g Education bluster. The following descriptions provide some insight into

their content:
./

.0

Sj -11 BUSINESS AND, OFFICE SAFETY .*

The number and types of businets and office injuries are presented.

Office safety hazards and their control are disCussed: Fire and'health

At protection are described.

,SH2-42 PERSONAL PROTECTIVE EQUIPMENT

The student is instructed_ in the selection, use, and care of personal
,

protective clothing and, equipmentvincluding safety helmets, hearing

pcoteCtors, face and eye protective equipment, respirators, safety

belts, and Protective clothing and footwear. OSHA requirements govern-- .

'14)

protective equipment are reviewed. s

, .

V SK-14 USING ROPES, CHAINS. AND SLINGS SAFELY

. This module dfscdsses 'in detail% the use, care, inspection, and mainte-

nance tfiber ropes, wire ropes, chains and slings. OSHA regulations

and consensus standards relating to this equipment and its use are pre-

sented,

/
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SH-16 MATERIAL HOIST SAFETY

Safety features for inside and outside material hoistways and for

material hoist platforms ar described. Hand-operatedtcrane hojOis,

elsgtric.hoists, and air hoists and their safety features are

discussed.

SH-23 WAREHOUSING, STORAGE AND RETRIEVAL SAFETY

Prevention-of material storage and handling accidents and injuries is

the main topic of this module, which presents
I'

proper techniques for

manual handling, including the use of hand tools and storage of various

types of materials. Regulations governing shipping and receiving areas

also are discussed. 1

SH-25 .SAFETY FEATURES OF MATERIAL AND 7.ERwNNEL MOVEMENT DEVICES

Topics discussed include safety features and practices' for sucp devices

as conveyors, lift trucks, motorze'd'hand trucks, aerial bucket

devices, elevators, escalators, moving walks, and man lifts.

SH-29- HAZARDOUS MATERIALS. SAFETY

Generlicharacteristics_of combustible, flammab)e, explosive,

poisonous, and corrosive hazardous materials.are d)Sers.sed, with

special emphasis on compressed gases, flammable anti combustible

liquids, combustible soloOds,explosivesradiationi and corrosives.

SH-30 SAFE HANDLING AND USE Cif FLAMMABLE AND COMBUSTiBLE,MATER1ALS

Properties, and classificationS,offlagmable,and-combustible materials

are presented; with safetNmeasures to be taken in.ihe*storage,

transportation, and use oVihese, materials. Special emphasis is placed

on liquefied petroleum gas. '
r

SH-31 OVERCURRENT,A5A.ECTRICAL SHOCK IIROTECTION

Basic electrical terminology.and specific methods fOr techniques to

prevent electrical shocks are ?viewed, Overcurrent circuit inter-

rupters and their use are discussed On detpl.

SH-33 VIBRATION AND NOISE CONTROL

.A definition of noise; measurement techniques, pares of noise problems

and'best method of control procedures,are outlined in this module.,

111
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4

PerSonal protective,services and maximum exposure limits are described

for va.rioOs workplace conditioni.,
,

4 .

SH35' .IONIZING AND NONIONIZING RADIATION PROTECTION

Radiation comes ,in MariScforM$'ard-can have a' wide range of effe ts on

personnel exposed to it. Specific health toncerns are''detailed,

well as reylatlins estaiolished for protection against'eachtype of

hazard.., II,

SH46 tAFETY FEATURE,S. FOR FLOOR AND ALL OPENINGS AND STAIRAYS

Proteetion'tsAicuised on floor openings, wall openings, open-sided

floors, platforms, runways, and stairways. Fabrication specifications
r

are explained.
4141.01

SH=44- EXHAUST, DUST COLLECTION, AND VENTILATION SYSTEMS

Types of exhaust, dust '6olliction, and ventilation systems are

scribed, as well as their functions, use, and'effectiveness.
t

While each module has been assigned a number in sequence, there is no'

implied priority of presentatiOr. Each module is fundamentally,s-con-
*.

tained,eallowing most to be uted without regard to any numerical sequence.

There are no prerequisites for the modules.

4
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SECTION 111

MODULE DESIGN AND E

Each of the 50.JSHIM modules contains t following

Introduction - A synopsis of what is pr sented.and why.

Objectives - Measurable .objectives tha relate to the.content f
each module are presented,,and the ob ective's l'age\locatiOn

,In
4

the subject matter is-noted.

Y.

Subject Matter - Fo most modules, this consists of ?0- t0(2 page;
of content, with al.1 content related to one of the stated-Objec- \,
'Oyes:

,

? Activities. - Following each portion of subject matter reyated to
an objective is a question for the student to answer a anki
Ow of mastery of that .objective.

Referencesv- Suggestions for supplementary information.

An example mod0le complete with all components may be found in Appendix B.

The basic content of each part will vary with the different Modules,.

II

Pui its purpose and function'reWn the same.- It is recommended that each
. .

section be considered.when using given module.

Exact usagetechniques may betas varied as the individual instructional

approach.' Some basic hints, however, may be helpfdl in identifying some of

-VI various ways in whicb they can be used. Each module is basically self-

'co tainedpnd could be used in a self-study or self-paced format. However,

the optimdm Method of use is for the modules to be present
,

ed'by an

for using the Module as a studeni study guide. Prior to assigning the mod-.

ule, 4amine the, objectives to determine that all content is appropriate for

your students. If certain content ,or objectives are not relevant, advise

your students that they willryt'be held responsible for those sections. In

'addition, you should provide appropriati activities that will allow your

Students to practice proper safety andhealth piseeeOures. Some follow-up .

activities include:

Round-table discussions with students or adult groups in the work-
.place:

o

Requiring verbal or written reports related to a siagle objective
or a recent, accident froM newspaper arttles.-

17
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Develop ng or adding' to a job safety and health bulletin board.

Peror ing an in-house health and -safetphazard survey of the
-classy om 6rother facilities.

-

Guest peakers from the community, including such people as:
Accid nt victims or their relatives, or people responsible for
saf y, sbch as firemen, policemen, or safety engineers:for
governmeht and private industry.

Field trips'(to workplaces similar to those_the student will
encounter.

Having local, emergency rescue units demonstrate theiriprocedures
and discuss problems.

Constructing simulatTo;s that allow students to model or role play
'circumstances in,safety and health.

Putting health andesafety information articles and information in
a local or school newspaper.

Promoting student involvement in ocal and national safety organi-
zations.

One of the most significant responsibilities of a vocational or occupa-

tional instructoris.to fester a positive student Attitude toward safety and

health. The activities listed above should help td build this positive at-

iitude. Your effectiveness in establisH4ng this attitude can be measured by

student comments and actions. If you observe safety beiing willingly prac-

ticed in day-to-day activity you can bereasonably,assured that 'a proper)at-

titude,has beendeveloped.

Emphasizing yourvcdmmitmeAt to safety and health by setting the proper

exampleis critical. Properly practiced safety rdies will not ly reduce

work accidents, they also will decrease the pos flotlity of classroom acci-

dents and subsequent instructor liability.' You actions and attitudes to-

ward safety and heilth will be carefully pbser ed and copied by many Stu-,

dents. An example e-is a situation in which-aetivitfes dictate that hard hats

be worn by all present.; If the instructor tells all the students to wear

hard hats butchooses not to do the same, students are likely to feel that
r .

.it is actually unimportant oc perhaps childish to wear a hard hat. Simi-

larly, r the attitude of the instycqr is conveyed by "I know they are un-

comfqrtable and look weird, but Putithem on anyway!' a less than positive

attitude will prevei. Regardless of the method used to convey safety and-
,

- health information orthe conviction with which itLis presented, if it is
, AN.

%
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slot being practiced in the learning-envi.ronmOt its credibility will be l
lost.. ,/

'Use of accurate, pertinent, and easily understood educational materials

iS a second way to prombte a proper safety attitude. The Job Safety and

Health Instructional Materials modules cam be used as a source for making

.transparencies of illustrations, tables, or charts that.can be--used as .

teaching aids. Other supplemental information or aids can be found in t4

Reference sectien of each module. Modulel are organized in a format,that

permits maximum flexibility and makes them suitable.for use by instructors

in almost any occupational or vocational area.

Two fundamental methods of presentation can be practiced in safety andgrf

health instruction. One method is to organize a separate and- .distinct

safety and health course for students in one vocational area. An advantage

f this approach is uniformity of the content presented to each student.

ecifiGally allocated time framts for safety and health instruction are

available when using this technique.

4.second approach is to insert the safety and health instruction into

existing training, programs on an as-needed basis. This Would benefit in-
.

structional programs that have only limited time and/or facilities available

for training activities. Additional advantages are realized by the ability

to present the exact content desired when it is most relevant to the stu- .

dent's training cycle. For instance, the best time to present information

about selecting proper personal protective equipment is immediately before

the student needs the information. More specifically, if the student were

about to perform a task that required wearing a respirator, the section con-

cerned with respirators of Module SH-12,4Personal Protective Equipment,"

would be most appropsiate.'
sor

Modules' SH-01 through SH-10 are considered core modules, and they have

been recommended for use by all Business and Office Education instructors.

Much of the content presented in those first ten modules is)oasic enough

that you might wish to present them as a unit at the beginning of the

course. This does not mean that'each objective of the ten core modules must

be presented; you may select those that are appropriate for your instruc-

tional sequence.

e.

}'
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As a mechanism for determining the level of previously acquired safety

and health knowledge and skills, forfative pretests can be conducted. Stu-

dent activit4esjound in the Apdules can be used, or separate instruments. or

procedureidevised.

As each module contains distinct subparts relative to each objective,

you have the.'option to'present only that part (or those pants) of'the module

usefUl to your.s4pdents inithat specific instructional Setting.\ / If, at' an-

other point in their training cycle, additional information is__reeded froM\

ethat mobUle,,the additional content can be studied without loli.of continu-\

ity. Studit retention and interest will be enhanced when the principles

have an obvious and direct relationship to activities being performed.

If a group presentation format is used, visuals flourrd in the modules
n

can be made into overhead transparencies for_ease of discussion. Other

sources'of safety and -health information and mediated materials for Business

and Office EduCkion can ire found in a special "State -of -the -Art Report"

prepared for the JSHIM project.

20

t

4



1

0
(

SECTION IV

SPECIAL NEEDSSTUDENTS1N BUSINESSANDOFFICEEDUCATION

The Civil Rights Act of 1964 and the Rehabilit4ion Act, of 1973 placed
/
responsibility on the employer to set go.Als and tiOetables - and to prepare

guideline for affirmatAle action - that ilIclude employing the handicapped.

As a result of these legislated acts and a growing need for more labor,

trained in vocational areas, .increasing numbers of students with special

needs are entering vocational training programs. To satisfy these require-
.

ments and ensure that speal-needs students have an equal opportunity to be

"mainstreamed" into the /1'0°r force, certain attitudes and actions must oc-

cur

Many classification schemes are used to'categorize handicapped workers

and individuals. Those students andlworkers with physical handicaps usually

can be divided into three groups. Ihe'three groups include those with:

Hearing impairments.

Visual impairments..

Orthopedic impairments.

Some special consideration should be recognized if you have one of these

students in your training program.

A deaf, or hearing-impaired student will have difficulty reacting to

verbal cues such as warnings or directions. For example, t fire that starts

in a storeroom of an office, near the only exit door, could cause escape

problems for ttle'hearing impaired if an audible alarm is the only warning.

Emergency alarm systems should be equipped with easily visible, flashing

lights. As an added precaution in a workplace, it is advisable to assign

someone to help the workeripentify the existence df an emergency or pending

dander..

The visually-impaired or blind student may have no difficulty in, hear-

ing warnings,` but may have difficulty in leaving an area if unknown obsta-

cles are present. These workers normally adapt quickly to their surround-

ings and, provided that no furniture, machinery, or materials are blocking

the path?.they can move to safety in an emergency. Warning labelson haz-

21

25



I

s(

ardous materials containers ,should.have braille interpretations or should be

identified for he student. Storage of tozardous materials in an apprq-

priate2cabinet may flso prevent. accidental use of an unnown chemical.

Orthopedically-iMpaired workers may require structural on mechanical

modifications to,the workplace, depending on the type.of handicap.. ,Those

confined to wheelchairs-may heed ramps for moving from one-level to' an-

. other. Aisles should be clear, and wide enough to'permit easy movement: If

wall-mounted tools or swft M s are to be used, Other they shoUld be with4

east reach, or adaptatio should be made f their use. Other types of

modifications may be n essary for otier rthopediApy-impaired workers. 4.

Most stude is and workers with pe anent handicips have learned to com-

pensate for th ir "apparent" handicaps. Many can accomplish amazihgfeats

in Spite of w#iat we perceive as insurmountable odds. Development of atposi-
-,-,

tiVe ittitede concerning the abITity,of these students to function in the

workforce is extremely important.

An` attitude must be developed that includes caring; understanding; and

the belief that handicapped workers arecapableof achieving exactly what .

you believe they are 'capablft.A achieving: Some special, consideration 'may

be required, perhaps including increased time and practice, to master cer-

tain activities. In some vocational programs Individualized Educational

Plans (IEPs) documenting specific traininsprograms for individual students

have been used to identify the exact need.*

Each state provides special resource people to assist vocational educa-
L

tars with designing programs and suggesting techniques (or training the

handicapped studelt. Other state and local agenOes such as those involved

in rehabilitation may provide local support. So individual schools pro-.

vide proreviioOlk and paraprofessionals who move\around to assistihandi-

.,.

t,
*Conaway, Charlotte. "Vocational Education Servesthe Handicapped." Voc

Ed, Vol. 56, No. 3, April 1981, pages 22-25.
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capped students in vo,cational classes containing nhandicapped students.

These persons can act as, tutors, translators, facilita art, or whatever. is

needed to help the handicapped student successfully complete the training

program.

Two other considerations should be recognized by instructors end em-
,

players. Structrlral accommodation and nonhandicapped employee awareness

programs'are both key factors for a safe and successful employment program

of ,the handidappedc''

Struptural accommodations should include only those modifications nec-

essary to allow safe movement of the handicapped employee. One of the most

obvious examples is the need for ramps for use by wheelchair-bound em-
.

ployees...%

Employers should'also be encouraged to develop awareness programs for

their nonhandicapped employees. These programs sksid,.encourage fellow em-
.

ployees to understand that the handicapped worker is expected-to perform the

assigned duties without placing an additional burden on other employees.

All nine- the...previously identified program areas_ in Busi4ess and

Offiie Education contain activities that could be performed by handicapped

employees. Some of these workers right have special needs unrelated to

physical handicaps, includipg the need for assistance in understanding the

English language, Inability to read basic warning labels and signs poses

added dangers for these.workers. Instructors and employers should develop

programs eltMinate this, problem. The_9se of international symbolism in

signs is 'a fundAental help in that attempt.

If these suggestions ar considered, handicapped or special-needs

4orker'S can successfully coal) a safe-and meaningful vocational prograM.

Ana they can become productive an -safe members of the labor forte. ,

J

. .
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SECTION V
.\

SAFETY,IIND HEALTH CERTIFICATION FOR STUDENTS

Traditionally, when a person satisfactorily completes a course of in-
/struction, some 'recognition is granted. Often the recognition is in 'the

form of a certificate issued.by the institution or organization responsible

for the instruction. This certificate becomes an official symbol displayed

with pride by.the recipient. A Safety and Health Certificate is particular-. a
ly importantpto tile new employee anethe employePif it implies that the em7

ployee has demonstratedan understanding of the basic safety and health as-

pects relevant to.the particular job.

Most employers are aware that documented safety and health training re-

ceived by their employees is beneficial to them in the event of.an OSHA in-

spection, and they will appreciate the fact that the employee holds a cer-

4"

A

\

\ -fificate and your institution maintains records to verify that training.

}

Employers also-5411 feel more confident about the safety of their workplaces

when they hire people who already possess positive safety and health atti-
.

"tines.

'Three ,factors normally determine the redibility of the certificate:

Reputation of the issuing institution.

Instructor. 4
,

Content of materials used during the courteof study.

. For safety and health instructions a fa or must be consider'0

namely, the re ationship of the content to federal safety and'health regula-

tions. All SHIM modules were designed to enable the student to recot-.

niie safety and health hazards and to understand the fundamental aspects of
. 4 ,

complianCe with federal health and safety requirements. While the Occupa-

tional'Safety and Hearth Administration:(0SHA) 40es not certify training

programs',

A
A4epresentatives have been active on the nationally-based

lliadvisor ittee formed to guide this project, and'they have reviewed each

Of the 50 modules anddigive made conithictive suggestions that have been in-

(65FOorated.
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of the certificate is shown in Figure 1.

O

The Canter for.ttcupational Research and Development has
tt1empted

to

-structure the content of the materials to be accurate ,and releva to cur-

rent safety practices and regulations. The institution and the instructor

who provide the training must be responsible for certifying that the infor-

mation was accurately presented.and that the student achieved the desired

level of competency. (80% mastery of o 'ectives).

When an institution purchases modules from CORD, the same numberof

ce ificates as setsq:of modules will be sent to the institution. These cer-

tif cates will require the signatures of two people; the-faculty member who

pres nts the instruction and the administrator of the institution: The ter-

tifi'Cate will state that the student has satisfactorily completed a partic-

ular number of tiEDs of instruction in safety and health and will be pre-

sented to each student who successfully completes the training. A facsimile

\\:

ip

',Swam114imr40

has successfully completed hours of instructionyin

JOB SAFETY AND HEALTH

conducted at

(Institution)

Curriculum materials prepared by

ORS The Center for Occupational Research atip Development

Data

Instrume

MImmWntor

Figure 1. Facsimile of safety and health training certificate.
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'Your institution may wish a be able to present.° 1 wallet-sized

OSHA Certificates to students who complete your training course. This is

possible if the instructor has received training from the Occupational

-.....Safety and Health Training Institute located at 1555 Time- Drive, Des

Plaines, IL60018. The OSHA Training Institute serves mai ly to train

compliance officers, but the following three courses are a arable to the

general:public free 'of` charge,

4

A Guide to VolunteyCoMpliance (for instructors)

InstructOr Course in OccupAlbnal Safety and Health
Standards for the,Constructiom Industry.

Intermediate Guide o,!)oluntary Compliance in the alth Area.

These courses are offered several times annually. The certif cate available

for your students is shown in Figure 2.

/OSHA
US Department of Labor ;

Occupational Safety and,Health Administration

This is to certify, that ,

has successfully complettld an OCcupationat Safety and Health Training
S.ourSe in 4

A Guide to Voluntary*Compliance-
.

44
1

19

Figure 2. Official t4ificate from OSHA'Training In %titute
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APPENDIX A

.

JOB SAFETY AND HEALTH INSTRUCTIONAL MATERIALS

MODULI. TITLES

I
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JOB SAFETY AND HEAL; INSTROCTIpNAL MATERIALS

MODULE TITLES

SH -01 Materials Handling

SH-02 The Role of OSHA in Safety,and Health

SH-03 Fundalmenials of Electrical Safety

SH-04 first Response to Medical Emergencies

SH-05 Fire Prevention .NO Emergency PrOCedures

SK-06,, Walking and Qonking\SUrfaces,

S1 -0 Safety Signs, Tags, aNColor Codes

SH-08 Recognizing JobHealth Hazards

SH-09 ecognizirrg Job Safety Hazards

SH-10 Suctural Egress and:Emergency Proceftres 1

SH-11 Business and Office Safety

SHz1,2 Personal Protective Equipment

SH-13 Industrial' Sanitation and, Personal. Facilities

SH-14 Using Ropes, Chains and Slings Safely

SH -f'5 Agribusinel Safety

SH -16. Material Hoist Safety'

SH-17 Mechanized Off -Road Equipment Safety

SW-18. Safe Operation of Commercial Vehicles -.

SH-19 Safety with Hand and Portable Power Twols

SH-20 Precautions for Explosive Materials

SH -21 Marine and Longshoring Safety

SH-22 AdOer and Sclffolding Safety

SH-23 Warehousing Storage and Retrieval Safety

SH-24 Machine And Woodworking Tool Safety

SH-25 Safety Features of Material and Personnel Movement Devices

SH-26 Safety for Compressed Gas and Air Equipment

SH-27 Safety in Elevator and Grain Handling Facilities

SH-28 Welding, Cutting and Brazing Safety -

SH-29 Hazardous Materials Safety

SH/1). Safe Handling and Use of Flammable and Combustible Materials
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-31' Overcurrent and Electrical Shock Protection

Working Safely in Confined Spaces

SH-33 Vibrat'Ion and Noise 6irtrol

.SH\.34 ,Safety Guards for Machine*

SH435' Ionizing 'Ind Nonioniztgiadiation Protection

sH46 Safety.Feeturesfor Floor and WaljpOpenings and StairwaysN

SH-i7 Safety Features of Concrete-, Forms,. and Shoring

SH-i8 Excavating, Trenching, and Shorimg
7

Safety

SH-39 Steel Erection Safety
. ,

SH-40, Electrical Power Transmission and Distribution Safety

SH-41 Safety Practices for bemolition Procedures-

SH-42 Safe Use of Powered Industrial Ts

SH-43 Safety Practices for Commercial Diving
.

SH-44 Exhaust, Dust Col)ection, and Ventilation Systems
\ i

SH-45 ,,Coast GuPrd Regulations Applied to Offshore Drilling
$ /

SH-46 ;Chemical 'Hazards and Waste Disposal Safety Ind Health
? 1

SH-47 Safety and Health in Vocational Education
1 4

SH-48 OSHA Training Programs . -

. ;

SH-49 .Establishing a Company Safety and Realth.Programs
4

SH -50 agricultural Chemical and Pesticide Ha4ards
.

A
, IP
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APPENDIX B.

MODULE SH-11

"BUSiNlik AND'OFFICE SAFETY"

A(,vre-e ,C6- 0 3 / ),
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